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OLD GLORY 



Pref 



ace 



These notes are not intended as a fixed set of instructions for the 
guidance and conduct of Post Exchanges, but are the result of consid- 
erable study on the manner of their management. The methods, 
forms, etc., enumerated herein have been tried in several exchanges 
and have proven successful. They were devised with the idea of mak- 
ing them useful for both large and small exchanges. 

With the various duties assigned to army officers, it is realized 
that they cannot specialize in all. In many instances officers are as- 
signed duties of which they have no practical knowledge or experience, 
and are left to the mercy of those under them for instruction. Ex- 
change officers and stewards sometimes learn to conduct exchanges by 
experimenting, until finally they succeed in finding a satisfactory sys- 
tem. In many instances this method has resulted disastrously for 
those concerned. At other times, while there was no great loss, the 
exchange was not securing its maximum profits. 

The forms and methods described are merely suggestions. It is 
believed that the use of the forms in the manner indicated, will give 
the exchange officer a good check on the business of the exchange, and 
it will do away with much unnecessary paper work. 

An effort has been made to make these notes fit any Post Ex- 
change, but it is realized that it is not always practical to do so. There 
is nothing in these notes that violates the provisions of Post Exchange 
Regulations, 1916. 

If the suggestions contained herein are found useful to others, I 
will feel that my object in writing these notes has been accomplished, 

JACOB FRANK. 
Fort Worden, Washington, 
May 20, 1917. 
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Commercial Failures 



Taking it all around, 1916 was the best business year the United 
States ever experienced ; yet there were seventeen thousand business 
failures. Compared with twenty-two thousand the year before, this is 
encouraging; but practically one out of a hundred of all concerns in 
business failed, and, year in and year out, through good times and bad 
times, the proportion of failures never varies very far from one per 
cent. 

In only two hundred and sixteen of the seventeen thousand fail- 
ures did the liabilities exceed one hundred thousand dollars. Nearly 
all the failures, in other words, were of small concerns. 

Credit men assign many reasons for these failures, such as lack of 
experience, insufficient capital, injudicious extending of credit, over- 
buying-^which merely means unwise buying — and so on. But we 
venture to guess that one cause was present in nearly all of them — 
to-wit, poor bookkeeping. They did not keep books so as to know ex- 
actly what it cost them to do business and precisely how they stood 
all the time. 

We recommend again to every business concern an accounting 
system that will show costs accurately. 

—Saturday Evening Post, Feb. 17. 1917. 
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Instructions for Use of Forms 



FORM FA 

(Stock and Inventory Sheet) 

This form is started at the beginning of each quarter. Separate 
sheets for the different departments. Columns are used as follows: 

"Article" 

Name of article, and designation of unit under which it is sold. 
In filling in, skip a line now and then, so as to provide space for any 
new articles that may come in during the quarter. For articles that 
are received frequently during the month, use two or more lines for 
one article, so as to provide plenty of -space for entries under column 
"REC'D MONTH OF'. 

"Cost" 

Cost of article per unit. Do not figure out to complicated frac- 
tions, but to nearest practical cost price. Three decimal points is far 
enough. 

"Selling Price" 

Price at which article is to be sold. Where items have two selling 
prices, such as cigars selling ten cents each and three for twenty-five 
cents, the articles could be carried under two separate items. It is 
simpler to carry the item in units of three under one article, and to 
neglect the slight discrepancy. 

"On Hand" 

In first column of "ON HAND'', enter below these words the date 
of the last day of the previous quarter. In other "ON HAND" col- 
umns enter date of inventory. Fill in (with indelible pencil or ink) 
the number on hand as carried forward, or as found at inventory. 
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"Rec'd Month of" 

Fill in under heading month in which transactions are occuring. 
On line opposite article enter number received, returned, damaged, 
destroyed, or transferred. Articles received in any way (debits) are 
entered in blue. Articles expended in any way (credits) are entered 
in red. The entry should show briefly the number, the source, and the 
day of the month. 

"Total to be Acct'd for" 

Under this heading and the next four, enter the date pertaining. 
This column is the algebraic sum of two prior columns, namely, **ON 
HAND" and "REC'D MONTH OF". This sum is determined by 
adding all blue entries, and deducting all red entries. 

"On Hand" 

Number on hand at inventory. Fill in with indelible pencil or 
ink. This column is also used in conjunction with "TOTAL TO BE 
ACC'D FOR" column of second month. 

••Sold*' 

Enter here the difference between the numbers in the two pre- 
ceding columns, and it shows the number of units of the article sold 
during the month. 

"Value Stock on Hand" 

Multiply the number found at inventory under "ON HAND" by 
tiie cost price under column "COST". The total of this column or 
columns gives value of inventory. 

•Value Stock Sold Month of 

Multiply the number under column "SOLD" by selling price 
found under column "SELLING PRICE". The total of this column 
in any department should agree very closely with the total sales for 
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INSTRUCTIONS FOR USE OF FORMS 15 

the month in that same department, as shown by FORM FB. [See 
(e) under Notes for Auditor]. 

Continue in same way for other months of quarter. 

NOTE. The first sheets of FORM FA in the stock book should 
contain a list of the furniture and fixtures, and their values. It should 
always agree with the FURNITURE AND FIXTURE account in 
the ledger. 

FORM FZ 

(Petty Ledger for Charge Sales) 

This form is started at the beginning of each month. Start ac- 
counts from RIGHT HAND side. It is used to keep accounts with 
all persons having charge accounts with the Post Exchange. (See 
Form FS). Each customer has one perforated section. Carbon paper 
is used, so that all entries will be recorded on the duplicate. Make all 
entries on original with indelible pencil. Enter the name of customer 
at top of sheet. Also the month in which the transactions occur. On 
the first line carry forward, from the previous month, the amount re- 
maining unpaid. Under column headed "DEBITS", enter daily the 
total charge sales (in all departments) to that customer; under 
"CREDITS" enter all payments on account, credit memorandums is- 
■ued, or any other deduction from account. The "BALANCE column 
should show the total due from customer to date ; or the amount due 
the customer. If the debits are heavier than the credits, the balance is 
due the Exchange ; if the credits are heavier than the debits, the bal- 
ance is due to the customer. The algebraic sum of the balance debits 
and credits should equal the balance as shown by "CHARGE SALES" 
account in the ledger. [See (K) under Notes for Auditor]. The 
above forms kept in a suitable binder is generally known as the 
"PETTY LEDGER". (Forms FA and FZ are the same size, and 
may be kept in the same binder). On the last day of the month, tear 
out perforated section (original) and send as statement to customer. 
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FORM FW 

(Ledger Sheets) 

This form is used for all accounts in double-entry ledger. The 
toilowing accounts should be kept in the ledger: 

Athletic Fund, 

Coupon Notes (Bills Receivable Enlisted Men), 
Coupon Merchandise (Merchandise due for unredeemed coupons). 
Charge Sales (Petty Ledger, Form FZ), 
Cash, 
Expense, 

Furniture and Fixtures, 
Interest and Discount, 
Loss and Gain, 
Notes Receivable, 
Notes Payable, 
Post Exchange, 
Organizations. 

Personal (Jobbers or Wholesalers) (See Notes on Form FS, Bills 
I*ayable), 

Dividends and Appropriations. 

In addition to the above, the following accounts listed under Form 
FP, may be kept on Form FW : 

Balance, 

Department (Merchandise in each department). 

The accounts listed below may also be kept in the ledger, but 
should not be included in the Balance account: 

Coupons and Notes (Personal with steward). 
Check or Bank. 

It is better practise to keep the last two accounts separately. 

The manner in which account is kept is explained below : 
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INSTRUCTIONS FOR USE OF FORMS 17 

ATHLETIC FUND 

Date: Date of entry. 

Item: Brief summary. 

Debits: All expenditures pertaining to athletics. 

Credits: All appropriations for athletics, and all moneys received 
for athletics from any source. 

Balance: Difference between debits and credits. Debits should 
•ever be larger than credits, because such excess expenditures would 
oe unauthorized. 

COUPON NOTES 

Date : Date of entry. 

Item: Notes issued for coupons, or cash collections on notes as 
taken from daily statement (Form FC). Entry can be abbreviated 
' D. S.". 

Debits: Value of notes received daily from enlisted men for cou- 

« 

pons issued. Shown by "Notes Received for Coupons Issued" on 
Daily Statement. 

Credits: Value of cash received daily from enlisted men to re- 
deem notes given for coupons. Shown under "Collections" on Daily 
tatement. 

Balance: Difference between debits and credits. The debits are 
at least equal to, and are generally greater, than the credits. The dif- 
ference is the amount due the exchange from enlisted men for notes 
given by them for coupons, and which are still unpaid. 

COUPON MERCHANDISE 

Date: Date of entry. 

Item: Total daily sales for coupons in all departments, or value 
of notes received for coupons issued. Entry can be abbreviated 
"D S.". 
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Debits: Total daily sales for coupons in all departments. This 
is obtained under column "Coupons" and opposite line "Total" on 
Daily Statement. 

Credits: Value of notes received daily from enlisted men for 
coupons issued. Shown by "Notes Received for Coupons Issued" on 
Daily Statement. 

Balance: Difference between debits and credits. The credits 
must be equal to or larger than the debits. The difference represents 
the value in merchandise due by the exchange to enlisted men for 
coupons which have not been exchanged for merchandise. 

CHARGE SALES 

Date : Date of entry. 

Item: Total daily charge sales in all departments, or collections 
on account. Entry can be abbreviated "D. S.". 

Debits: Total charge sales in all departments. This is obtained 
under column "Charge" and opposite line "Total" on Daily State- 
ment. 

Credits: Value of cash received daily from customers having 
charge accounts with the exchange. 

Balance: Difference between debits and credits. Debits are 
generally equal to, or larger than credits. The difference is the 
amount due the exchange for charge sales which are still unpaid. 

CASH 

Date: Date of entry. 

Item: State briefly the source from which the money was re- 
ceived, or the purpose for which it was expended. 

Debits: Debit cash account for the amount of .money invested. 
Debit cash account for all money received from any source. Value of 
cash sales in all departments. This is obtained under column "Cash" 
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and opposite line ^^Total" on Daily Statement. Value of cash re- 
ceived from any other source shown under ^'Collections" on Daily 
Statement. 

Credits: All cash paid out. Cash loaned to others or lost. 
Snown under "Expenditures" on Daily Statement. 

Balance: Difference bet>veen debits and credits. If debits are 
greater than credits, difference shows amount of cash on hand or to be 
accounted for. If credits are greater than debits, difference shows 
amount of deficiency. 

EXPENSE 

Date : Date of entry. 

Item: State briefly the source of expense. 

Debits: Pay of employees, cost of office supplies, postage, sta- 
tionery, traveling expenses, telephone, and telegram charges, and 
such other miscellaneous expenditures as relate to the general man- 
agement of the business, and cannot be charged directly to any de- 
partment. (See Form FP). 

Credits: Any returns from the services or materials charged to 
expense, and for any overcharges or rebates on items charged. (At 
end of month, debit each department — Form FP — account with its 
proportionate share of this expense account, and credit this account 
with the total that was distributed in the department accounts). Op- 
erating material on hand at end of month. 

Balance: Difference between debits and credits. If the total ex- 
pense has been distributed among the department accounts, the bal- 
ance will be zero. There are some expense items that run for several 
months. The monthly proportion only should be charged to the de- 
partment accounts, and the remainder should be carried forward to 
tne succeeding months, and distributed as before. Expense which 
cannot at any time be charged to department accounts, is closed into 
loss and gain account. 
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FURNITURE AND FIXTURES 

Date : Date of entry. 

Item: State briefly source of debit and credit. 

Debits: Value of property, furniture and fixtures on hand at be- 
g^inning of business. All purchases of furniture and fixtures, includ- 
ing all charges for delivering, installing, etc., until the same is ready 
for use. Repairs to furniture and fixtures. 

Credits: Sales, loss, damage, and depreciation of furniture and 
fixtures. 

Balance: Difference between debits and credits. Value of fur- 
niture and fixtures on hand. 

INTEREST AND DISCOUNT 

Date : Date of entry. 

Item: Brief statement of source from which derived. 

t)ebits: Interest and discounts paid by exchange to other par- 
ties. 

Credits: Interest and discounts received by exchange from other 
parties. 

Balance: Difference between debits and credits. In closing ac- 
count, if debits are greater, the difference is placed in red ink under 
credit column, and also transferred in black ink to the debit column of 
the loss and gain account; if credits are greater, enter difference in 
red ink under debit column, and transfer in black ink to credit column 
of loss and gain account. In either case, it should appear as a sep- 
arate item in the loss and gain account. 

LOSS AND GAIN 

Date : Date of entry. 

Item: Brief statement of source from which derived. 
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Debits: Start in with net insolvency of exchange, if such a con- 
dition exists. All losses in department, and interest and discount ac- 
counts. Any other items that decrease the value of the exchange such 
as dividends, appropriations, depreciation of furniture and fixtures, or 
are not chargeable to any other account. 

Credits: Start in with net resources of the exchange. All gains 
in department, and interest and discount accounts. Any other item 
which increases the value of the exchange and cannot be credited to 
any other account. 

Balance: Diflference between debits and credits. If debits are 
greater, difference indicates net insolvency of the exchange ; if credits 
are greater, difference indicates net resources (or net worth) of the 
exchange. 

NOTES RECEIVABLE 

Date: Date of entry. 

Item: Name of organization. 

Debits: Amount of notes given by organizations in full or part 
payment of purchase money when joining the exchange, or other 
purpose. 

Credits: Cash payments on notes, or credits from dividends. 

Balance: Difference between debits and credits. The debits are 
always greater, and the difference shows the amount due the exchange 
for notes unpaid. 

NOTES PAYABLE 

Date : Date of entry. 

Item: Name of party to whom note is payable. 

Debits: Payments on account of note made by exchange. 

Credits : Notes given by exchange in favor of other parties. 
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Balance: Difference between debits and credits. The credits 
are always greater, and the difference shows the amount due by the 
exchange to other parties for notes that have not been redeemed. 

POST EXCHANGE 

Date: Date of entry. 

Item: Net value. Brief statement of source of entries. 

Debits: Start in with net resources, net worth, or net value of 
tne exchange. Net gain since previous month as shown by loss and 
gain account. 

Credits: Start in with net insolvency of exchange. Net loss 
smce previous month as shown by loss and gain account. 

Balance: Net value or net insolvency of the exchange. 

ORGANIZATION 

Date: Date of entry. 

Item: Number of shares held by organization. 

9 

Debits: Pro rata share of net losses since previous month as 
siiown by loss and gain account. 

Credits: Pro rata share of net gain since previous month as 
shown by loss and gain account. 

Balance: Net value of shares held in exchange. 

PERSONAL 

Date: Date of entry. 

Item: Brief statement as to nature of transaction such as cash, 
mdse., C. M., disc, int., etc. 

Debits: Amount due exchange at beginning of business. Goods 
or property sold party on account. Money paid or loaned to party on 
account, or money paid by exchange to others at party's request. All 
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goods returned which exchange has previously credited this account. 
Notes made by exchange and payable to party. Notes receivable 
transferred by exchange to this party on account. Discounts and 
other allowances made to exchange on account. For **shortage*', 
"damage", or "overcharge'' claims party allows exchange on goods for 
which the exchange has previously credited this account. For freight 
or express charges paid by exchange when goods are purchased from 
party f. o. b. delivery point, or when goods are sold to party f. o. b. 
shipping point. 

Credits: Amount exchange owes party at beginning of business. 
Ail goods or property bought from party on account. All checks, 
money, or other cash received from party on account, or paid by them 
to others at the request of the exchange. For 'all goods party returns 
to exchange for which exchange has previously debited them. All 
notes made by party and given to exchange (notes receivable) on ac- 
count. Discounts and other allowances made to party on account. 
Foi "shortage", "damage", or "overcharge" claims allowed to party on 
goods for which they have been previously debited. Freight or ex- 
press charges when paid by party on goods purchased from theni 
f. o. b. shipping point, or when goods are sold to them f. o. b. delivery 
point. 

Balance: Difference between debits and credits. If debits are 
greater, the difference indicates the amount due the exchange ; if 
credits are greater, difference indicates the amount that the exchange 
owes to the party. 

NOTE: Accounts of officers and others who purchase from ex- 
change on monthly credit is handled in Petty Ledger for Charge Sales 
(Form FZ) and is transferred daily to charge sales account as ex- 
plained previously. (See Notes on Form FS). 

DIVIDENDS AND APPROPRIATIONS 

Date: Date of entry. 

Item: State briefly the source or purpose. 
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Debits: All amounts paid out on dividends, appropriations, etc. 

Credits: All dividends, appropriations, etc., authorized by the 
exchange council. 

Balance: Difference between debits and credits. The credits 
must always be larger, otherwise any excess expenditures in the debit 
column would be unauthorized. The difference represents the divi- 
d-ends, etc., unpaid and is a liability against the exchange funds. 

The BALANCE and DEPARTMENT accounts are explained 
under Form FP. 

^COUPONS AND NOTES 

Date: Date of entry. 

Item: State briefly the nature of transaction, and have steward 
initial it in this column so as to certify as to its correctness. 

Debits: Value of coupons (and notes attached) turned over by 
exchange officer to steward for issue to enlisted men. 

Credits: Enter on last day of month the value of notes received 
by steward for coupons issued to enlisted men during the entire 
month. This can be determined either from debit column of "COU- 
PON NOTES" account, or from credit account of "COUPON MER- 
CHANDISE" account. 

Balance: Unissued coupons in hands of steward. 

*CHECK OR BANK 

Date: Date of entry. 

Item: Deposit, or number of check. 

Debits: All money deposited. 

Credits: All checks issued. 

Balance: Difference between debits and credits. Normally, 
debits are greater than credits, and the difference represents the 
amount of money in bank. 
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♦NOTE: The above accounts should not be kept in the ledger, 
but, if kept there for convenience, must be kept separate from other 
accounts, so as not to become confused in closing the ledger. 

FORM FP 

(Additional Ledger Sheets) 

DEPARTMENT 

DEBITS 

Date: Date of entry. 

Items: State briefly nature of item ; its source or purpose. 

Merchandise: Value of merchandise on hand at beginning of 
business, or brought forward from preceding month. Value of all 
goods purchased for and sent direct to the department. Merchandise 
transferred from other departments to be put on sale in this depart- 
ment. 

Operating Expenses: All operating expenses of whatever nature 
that are directly chargeable to this department, and do not pertain to 
the general management of the business. At end of month propor- 
tionate share of EXPENSE account. (See EXPENSE account un- 
der Form FW). If the department shows a gain, enter value of gain 
a red ink in this column. Transfer gain in black ink to credit column 
of "LOSS AND GAIN" account. 

Balance Debits: Sum of values under "Merchandise and "Oper- 
ating Expenses" to date. 

CREDITS 

Date: Date of entry. 

Items: State briefly nature of item, such as "D. S.", etc. 

Daily Sales: Total daily sales in the department as determined 
from Daily Statement under column "Total" and on the line opposite 
the department to which it pertains. 
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Credit Memorandum: All merchandise returned by credit mem- 
orandum. Merchandise transferred to other departments per stock 
slips, Form FR. Goods damaged or spoiled per stock slips, Form FR. 
Enter, in red ink, value of merchandise on hand at inventory in this 
column. Transfer, in black ink, to debit column, merchandise. If the 
aepartment shows a loss, enter, in red ink, value of loss in this column. 
Transfer, in black ink, loss to debit column of "LOSS AND GAIN'' 
account. 

Balance Credits: Sum of values under "Daily Sales" and "Credit 
Memorandum" to date. 

BALANCE 
DEBITS 

Date: Last day of month. 

Items: Name of account from which transferred. 

Merchandise: Draw a line through ''^Merchandise" and write 
"Fixed Resources" in its stead. Transfer balance debits from the fol- 
lowing accounts: Coupon Merchandise, Expense, Furniture and Fix- 
tures, Post Exchange, and Department (Merchandise on hand). 

Operating Expenses: Draw a line through "Operating Expen- 
ses" and write "Current Resources" in its stead. Transfer balance 
debits from the following accounts: Coupon Notes, Charge Sales, 
Cash, Notes Receivable, Personal. 

Balance Debits: Sum of all debits, and if accounts have been 
kept correctly, it should equal the sum of all credits. 

CREDITS 

Date : Last day of month. 

Items: Name of account from which transferred. 
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Daily Sales: Draw a line through "Daily Sales" and write 
*'Fixed Liabilities" in its stead. Transfer balance credits from the 
following accounts : Loss and Gain and Organizations. 

Credit Memorandums: Draw a line through "Credit Memoran- 
dums" and write "Current Liabilities" in its stead. Transfer balance 
credits from the following accounts: Athletic Fund, Notes Payable 
and Personal. 

Total Credits : Sum of all credits, and if accounts have been kept 
correctly, it should be equal to the sum of all debits. 

FORM FB 

(Daily Sales Report) 

This form is prepared by the attendant in charge of each depart- 
ment. It is prepared in duplicate. At end of month, one copy is 
turned into exchange office and the duplicate retained by the attend- 
ant. ' -^ ^\ 

This form is used as indicated by the several headings. Under 
column "Initials of Steward", the steward will initial when he re- 
ceives the different funds from the attendant in charge of the depart- 
ment. * ^ i ^ 

FORM FS 

(Daily Merchandise Report) 

This form is used when all the bills payable (personal) accounts 
are consolidated in the ledger under one heading — "BILLS PAY- 
ABLE". When this is done, the separate accounts pertaining to 
"BILLS PAYABLE" may be kept in one of two ways: (1) Keep a 
separate BILLS PAYABLE ledger; (2) Use Form FZ for BILLS 
PAYABLE accounts. 

Form FS is used in the following manner: 

Make single copies only. 
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Start a new sheet daily. 

Use one sheet only to record all merchandise that has been re- 
ceived. 

Use another sheet to record all merchandise that has been re- 
turned or transferred. 

When used for merchandise received, cross out the following in- 
applicable words: "Returned to** — 1st column; "Debit" — 2nd col- 
umn ; "Credit" — 3rd column. 

When used for merchandise returned, cross out the following in- 
applicable words: "Received from" — 1st column; "Credit" — 2nd col- 
umn ; "Debit" — 3rd column. 

In the former case, the totals of Bills Payable is credited to the 
"BILLS PAYABLE" account in the ledger. The totals of each de- 
partment and other accounts is debited to its respective account in 
the ledger. 

In the latter case, the total of bills payable is debited to the 
"BILLS PAYABLE" account in the ledger. The total of each de- 
partment and other account is credited to its respective account in the 
ledger. 

Using the above method, all invoices and credit memorandums 
can be entered directly on Form FS, instead of in the ledger. Trans- 
fers from one department to another, Form FR, can also be treated 
in the same way. It will be found more convenient, though, to keep 
all forms FR until the last day of the month and then enter them on 
Form FS. In entering transfer or stock slips, form FR, it is necessary 
that they be entered twice — received from sheet — to show the depart- 
ment that it is to be debited or charged to — and returned to sheet— to 

siiow the department that it is to be credited with the merchandise 
transferred. It is still simpler not to enter stock slips, form FR, on 
forms FS, but to enter them direct in the ledger. In other words, 
enter on the Daily Merchandise Report, form FS, only those transac- 
tions that actually effect the BILLS PAYABLE account. 
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FORM FC 

(Daily Statement and Journal) 

This form is prepared daily, in duplicate, by the steward. One 
copy, the original, is retained in the exchange office, and the duplicate 
is placed on the exchange bulletin board. 

This form should contain a record of all business transactions 
during the day, except invoices and credit memorandums pertaining 
to merchandise purchased or returned. (Stock slips, form FR, are 
treated as invoices and credit memorandums). 

All entries on this statement should be transferred to the ledger. 
All "totals" under "cash", "coupons", and "charge" will be debited 
respectively to the following accounts : Cash, Coupon Merchandise, 
and Charge Sales. All "totals" opposite departments will be credited 
to the department to which they pertain. 

The number of "Notes received for coupons issued" should be 
debited to Coupon Notes Account and credited to Coupon Merchan- 
dise Account. 

Columns headed "Collections" and "Expenditures" pertain to all 
otiier cash transactions for the dav. 

All "Collections" will be debited to Cash Account and credited to 
the particular account to which it pertains. 

All "Expenditures" will be credited to Cash Account and debited 
to the particular account to which it pertains. 

If items have been correctly entered in the ledger, the following 
will have one check mark : 

Total sales, cash ; 

Total sales, coupons ; 

Total sales, charge ; and 

Total sales in each department. 
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The following will have two check marks : 
Notes received for coupons issued; 
Each collection ; and 
Each expenditure. 

Both the exchange officer and the steward will sign the daily 
statement. The officer's signature indicates that he has received the 
funds enumerated aboveand that the amounts have been correctly- 
entered in the ledger. 

FORM FD 

(Accommodation Order) 

This form is used for all accomodation orders. It is prepared in 
triplicate. One copy, marked "For Post Exchange File" is detached 
and retained in the exchange office. The other two copies are given 
to the person desiring to make the purchase. The amount of the or- 
der should be paid for in cash, coupons or charge. This may be done 
when the order is made out or when the order is returned completed. 
Prepayment is the best, and if the amount purchased is less than the 
amount on the order, this difference can then be refunded. 

These orders are numbered serially for each year. The third line, 
starting with "To" is completed by filling out the name of the firm 
from which the purchase is to be made, or it may be left blank and the 
customer can fill it out when he has decided where to make his pur- 
chase. (It must be understood that it will be filled out with the name 
of a firm that does business with the exchange). 

The lower part is filled out in duplicate by the customer at the 
time of purchase. The remaining instructions are contained- on the 
form. 

FORM FL 

(Merchandise Order) 

This form is used for all orders for merchandise. It is prepared 

in triplicate. Instructions for its use are contained on the form. 
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the coupons are issued. It should also have the name of the exchange 
officer or the exchange seal. 

FORMFM 

(Collection Envelope) 

All notes for collection at pay-table are inserted in this envelope, 
that is, the account of each man is kept in his particular envelope. 

When payment in full is made, all notes contained in envelope are 
given to the man ; when paid in part, only such notes as are redeemed 
are given back. In the latter case, the unredeemed notes are retained 
by the exchange, and the proper notation made on the envelope. 

FORM FK 

(Collection List) 

These forms are submitted each month before coupons are issued. 
The first and third columns are filled in by the organization clerk; the 
remaining columns are filled in by the exchange steward. These lists 
are taken to the pay-table to assist in making collections. 

TDuring payment, the fourth column is filled in. When account is 
paid in full, make a check mark; when part payment is paid, the 
amount unpaid is noted in this column. 

These lists, before being submitted to the exchange, should be 
j.iitialed by the organization commander. 
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Rubber Stamps 



FORM FH 1 

The use of this stamp will save many entries in the journal. It is 
stamped on all invoices and credit memorandums as soon as they ar- 
rive at the exchange. Also used in the same way on stock slips, form 
FR. The use of this stamp will be described first on an invoice. 

As soon as the invoice arrives at the exchange office, stamp it. 
The invoice is then placed on a file kept for the purpose. As soon as 
the merchandise covered by the invoice arrives, the attendant secures 
the invoice, checks off the different items, puts the date and his in- 
itials on the first line in the space provided, and returns invoice to 
office. 

The steward (or the book-keeper) then enters the different items 
of the invoice in the stock book. (See notes on Form FA). Having 
completed the entries, he dates and initials the second line in the 
spaces provided. The invoice is now ready for entry in the ledger or 
on the Daily Merchandise Report (D. M. R.) Form FS. This depends 
on the system used. 

In a small exchange where the number of invoices is not large, 
the invoice can be entered directly in the ledger. In that case, debit 
to proper account and fill out third line ; credit to proper account and 
fill out fourth line. If desired, the department to which it is debited 
may also be indicated. The invoice is now ready to be filed away. 

When the D. M. R. method is used, credit the invoice under "Bills 
Payable" and. debit to the respective departments. Date and initial 
last two lines as described above. (See notes on Form FS). 

Credit memorandums are treated in the same manner, except that 
the debits and credits are reversed. 
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Stock slips are treated as invoices or credit memorandums, as the 
case may be. 

When an invoice pertains to the order or accommodation depart- 
ment, the second line of Form FHl is not filled out as described above. 
This merchandise should not be entered in the stock book, because it 
is not taken up in stock, but sold direct to the customer. The second 
Ime is then used to designate the name of the customer to whom the 
merchandise was sold. 

FORM FH2 

This stamp is used on the reverse side of checks, thus making a 
proper voucher of the check. It can also be used on any blank paper 
to prepare a voucher for cash payments. 



Post Exchange Voucher No. 

STATEMENT 

Endorsed and acccepted in full payment 
of account as stated below. 




No other receipt is required. If correct 
return check. 

ENDORSEMENTS: 
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FORM FH3 

When payments are paid by check, this stamp is used on the face 
of the statement. It is filled in as follows : 



PAID 



BY CHECK NO. 



INITIALS OF 
DATE EXCH. OFFICER 



When the cancelled check (See notes on Form FH2) is returned, 
it is filed with the statement. 

This form can also be used to stamp bills paid by the customers 
of the exchange. 

FORM FH4 

This form will be found convenient when closing the ledger. It 
should be used with a RED stamp pad. Instead of drawing lines 
when making the closing entries, use this stamp. Stamp once for 
ii^orms FW, and twice (in a horizontal direction) for Forms FP. 



DATE INITIALS 



Mdse. Received. 
Ent. Stock Book. 
Dr. Ledger 
Cr. Ledger 



POST EXCHANGE 



Miscellaneous Notes on Po^ Exchanges 

(1). CLOSING THE LEDGER 

The ledger is closed each month, in the manner described below : 

(a) Open a LOSS AND GAIN account, and a BALANCE ac- 
count, if they have not already been opened. 

(b) Close into balance account the following accounts : Athletic 
Fund, Coupon-Notes, Coupon-Merchandise, Charge Sales, Cash, Fur- 
niture and Fixtures, Notes Receivable, Notes Payable, Personal, Bills 
Payable. 

To "CLOSE INTO BALANCE ACCOUNT" proceed as follows 
with the account to be closed : Draw single red lines across money 
columns ; on next line draw double red lines across date and money 
columns. (See notes on Form FHl). Total debits and enter amount, 
in black ink, under single red line in debit column ; total credits and 
enter amount, in black ink, under single red line in credit column. If 
the debits and credits are equal, enter "00" or horizontal line, in black 
ink, in balance column. If there is a difference between the debits 
and credits, carry out the difference, in RED ink, to balance column. 
If debits are greater than credits, this balance is carried forward, in 
black ink, to the DEBIT column of next month's account, and is also 
taken up as a DEBIT in the balance account. If credits are greater 
than debits, this balance is carried forward, in black ink, to the 
CREDIT column of next month's account, and is also taken up as a 
CREDIT in the balance account. 

(c) DEBIT department accounts with proportionate share of 
expense as shown by EXPENSE account. (See notes on expense ac- 
count, Form FW). CREDIT department accounts with the value, at 
cost price, of merchandise on hand, as determined by inventory. En- 



36 NOTES ON POST EXCHANGES 

ter the amount of inventory in RED ink. Carry forward this same 
amount (inventory) to debit column of next month's account, and 
also take up as a debit in balance account. Find total of debits and 
credits. Enter difference in RED ink in the lesser column (debit or 
credit) and transfer this same difference in black ink to the OPPO- 
SITE column of the LOSS AND GAIN account. 

NOTE: GAINS are entered in the DEBIT column of depart- 
ment accounts, and in the CREDIT column of the loss and gain ac- 
count ; losses, in opposite columns. 

(d) Credit EXPENSE account with amount of expense appor- 
tioned and debited to department accounts. Credit expense account 
with the value, at cost price, of operating material on hand, as deter- 
mined by inventory. Enter the amount of inventory in RED ink. 
Carry forward this same amount (operating material on hand) to 
debit column of next month's account, and also take up as a debit in 
balance account. 

(e) Debit INTEREST AND DISCOUNT account with the 
amount of interest and discounts due other parties from the exchange ; 
credit account with the amount of interest or discounts due exchange 
from other parties. Close this account in the same manner as des- 
cribed in (c) above, closing in gain or loss, as the case may be, into 
the loss and gain account. 

(f) All the preceding accounts having been properly closed, the 
LOSS AND GAIN account will show the net value (or insolvency) 
of the exchange. Close loss and gain account into balance account as 
explained under (b) above. 

(g) Debit POST EXCHANGE account with the net gain, or 
credit it with the net loss, as shown by loss and gain account. Close 
POST EXCHANGE account into balance account as explained under 
(b) above. 

(h) Credit each ORGANIZATION account with its pro rata 
share of the net gain, or debit it with its pro rata share of the net loss, 
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as shown by loss and gain account. Close ORGANIZATION account 
into balance account as explained under (b) above. 

NOTE : When an organization buys into the exchange, it is 
credited with the entire purchase price ; the other organizations hold- 
ing shares in the exchange do not receive a pro rata share of this gain. 

(i) The debit column or columns of the balance account will now 
show all the resources; the credit column or columns, all the liabili- 
ties. The total debits must be equal to the total credits. This indi- 
cates that all original entries were made correctly, and that the ledger 
is properly closed. 

(In closing the ledger, all difference^ should be written in RED 
ink; when they are transferred, in BLACK ink.) 

(2). MERCHANDISE RETURNED, OR EXCHANGED 

The following rules will be found convenient in handling mer- 
cnandise returned or exchanged : 

(a) Merchandise sold by the exchange, and found to be damaged 
or otherwise unsuitable, may be returned. 

(b) Any questions arising regarding the return or exchange of 
merchandise will be settled by the exchange officer. 

(c) When merchandise is returned, the exchange will refund in 
CASH the value of the purchase, regardless of whether the original 
sale was for cash, coupons, or charge. The money so refunded will be 
taken up as an expenditure on the Daily Statement, Form FC. In en- 
tering the transaction in the ledger, it will be credited to CASH ac- 
count, and debited to the DEPARTMENT account where it was orig- 
inally credited. If desired, where the original purchase was for cou- 
pons or charge, the amount refunded can be taken up immediately as 
a collection on the account to which it pertains. 

( 3 ) . UN-USED COUPONS 

In rare cases, when an enlisted man finds that he cannot use cou- 
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pons which he has drawn, the exchange officer will, if he deems it ad- 
visable, refund cash for the coupons returned. The cash so refunded 
will immediately be taken up as a collection — cash. The refund is en- 
tered as an expenditure on the daily statement, Form FC. It is cred- 
ited to cash and debited to coupon-merchandise account. The col- 
lection is taken up as a collection on daily statement ; it is debited to 
cash and credited to coupon-note account. (It will be noted that this 
transaction has not changed the status of cash on hand.) 

(4). PAY OF STEWARD AND ATTENDANTS 

It is believed that the best results are obtained where the steward 
and attendants are permitted to share in the profits of the exchange. 
Men will not always take an interest in the exchange when they know 
that their pay will continue whether they exert themselves or not. 

A fair method, and one which has been found practicable, is to 
limit the pay of the employees of an exchange to twenty-five per cent, 
of the gross profits. This one-fourth of the gross profits is divided 
among the employees in such manner as is deemed advisable by the 
exchange officer. Except in cases of mis-management, theft, neglect, 
or carelessness, it is nigh impossible for the exchange not to make any 
profits ; and the steward and attendants are therefore assured of fair 
pay. An increase in pay will depend on the ability and energy of the 
employees. All employees should, of course, have their pay based on 
the profits of the entire exchange. No attendant should have his pay 
based on the profits of his respective department. The latter tends to 
create petty jealousy, and may cause the attendants to work against 
each other. The former promotes co-operation, team work, and good 
feeling among the employees; all of which is for the best interests of 
the exchange, its patrons, and the organizations sharing in the ex- 
change. 

Using the above method, the pay of steward and attendants may 
be determmed in the following manner : Immediately after a depart- 
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ment account has been credited with its inventory, determine the total 
debits and credits in that department. If the credits are greater, the 
dilference represents the gross profit for that department. If debits 
are heavier, difference represents loss. Do the same thing for other 
departments. Add all gains and deduct all losses. Deduct from this 
amount that part of general expense which is expected to be charged 
to the different departments. The remainder is the actual gross profit. 
Deduct one-fourth of this amount and pay to attendants. Debit this 
amount to expense account. After this the expense account can be 
apportioned among the department accounts, and the losses and gains 
determined will be net. 

(5). DEPARTMENTS 

The exchange should be subdivided into several departments, and 
when practicable, there should be an attendant in charge of each de- 
partment. This method permits keeping an account with each, and 
determining whether the department is a source of loss or gain. For 
convenience, each department may be designated by a letter of the 
alphabet. 

Besides the ordinary branches of an exchange, there should be a 
department known either as order, commission, or accommodation. It 
is for the convenience of the entire garrison. It handles no merchan- 
disc, the articles purchased going direct from creditor to consumer. 
The post exchange charges a small profit for its labor in entering such 
transactions in the books. This charge is usually about five per cent., 
and rarely exceeds ten per cent. Each transaction in the order de- 
partment occupies one line ; that is, the debit and credit pertaining to 
any particular transaction, are placed on the same horizontal line. 
This method permits each item to be checked readily. 

Collections for tailor, cobbler, etc., can be included in the order 
department, instead of having a separate department for each. The 
amount collected for any of these tradesmen is taken up as a credit in 
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the order department. Figure out percentage and deduct from total 
collection, paying difference to tradesman. This is taken up as a debit 
in the order department on the same line as the above credit. The un- 
collected notes are returned to the respective tradesmen, and can be 
returned for collection the following month. 

(6). DIVIDENDS 

It is believed that that part of the dividend which is divided 
among the organization holding shares in the exchange, should be ap- 
portioned according to the shares held by the respective organiza- 
tions. This is thought to be fair because an organization which holds 
shares has "bought in" and has therefore contributed to the upkeep of 
the exchange. The purchase of furniture and fixtures, paid for by the 
share holders, is not ordinarily deducted from the profits, but is often 
instrumental in increasing the profits. Distribution according to 
shares is also a much simpler method of calculating the dividend. 

(7). NOTES ON BOOKKEEPING 

A BUSINESS TRANSACTION is an exchange of values. There 
are at least two parties to a business transaction — a DEBTOR and a 
CREDITOR. 

The DEBTOR is the person who receives value. 

The CREDITOR is the person from whom value is received. 

DEBITS are entries against the DEBTOR; CREDITS are en- 
tries in favor of the creditor. 

An ACCOUNT is the record of one or several business transac- 
tions, arranged under some title, so as to show the proper debits and 
credits. 

There are two methods of bookkeeping — single entry and double 
entry. In SINGLE ENTRY, an account is kept with only one party 
to the transaction, either the debtor or the creditor; in DOUBLE 
ENTRY, an account is kept with both parties. 



MISCELLANEOUS NOTES ON POST EXCHANGES 41 

DOUBLE ENTRY BOOKKEEPING is that method of record- 
ing business transactions in which an account is kept with the ex- 
change and other parties — with both debtors and creditors. 

RESOURCES are all kinds of property owned by the exchange — 
such as real estate, furniture and fixtures, cash, merchandise, and bills 
receivable. 

LIABILITIES are all debts due others on notes or accounts, and 
the NET CAPITAL. The net capital is the difference between the 
resources and the actual indebtedness. Hence, if the work is correct, 
the total resources must equal the liabilities after the gains and losses 
have been properly entered. Net capital must be considered a liabil- 
ity, because the business owes the net capital to the proprietors of the 
exchange. 

A BALANCE ACCOUNT is an account in which are entered the 
resources and liabilities. The resources are entered on the debit side; 
liabilities, on the credit side. This account should always balance be- 
cause the resources and liabilities are always equal when the losses 
and gains are properly entered. This account is used to test the cor- 
rectness of the closing of the ledger. 

(8). AUDITING 

Auditing is the process of ascertaining whether a given set of ac- 
counts or system of accounting has been correctly carried out in a for- 
mal way — that is to say, whether the entries have been correctly made 
and the work carried on without fraud. 

An officer, in auditing the accounts of the exchange, should note 
the following: 

(a) Sales in each department (Form FB), correctly forwarded to 
daily statements (Form FC). 

(b) Invoices, credit memorandums, and stock slips correctly for- 
warded to daily merchandise report (Form FS), journal, or direct to 
ledger, this depending on the system used in the exchange. 
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(c) Invoices, credit memorandums, and stock slips properly en- 
tered in stock book. (See notes on Form FA). 

(d) Check multiplications and additions in stock book. 

(e) Amount of sales in each department as determined by stock 
book (Form FA), agrees very closely with the total of sales in each 
department as shown by daily sales report (Form FB). 

(f) Transactions in daily statements properly forwarded to jour- 
nal or ledger, depending on the system used. (See notes on Form FC). 

(g) Entries on daily merchandise report properly forwarded to 
ledger or journal, depending on the system used. 

(h) Vouchers for all disbursements, and that the disbursements 
are warranted. 

(i) Count unredeemed notes for coupons issued and see that it 
agrees with the balance as shown by COUPON-NOTES account in 
ledger. 

(j) Count other notes and see whether they agree with their res- 
pective accounts in the ledger. 

(k) Verify balance of CHARGE SALES account with total bal- 
ance as shown by Petty Ledger. The total of all unpaid charge sale 
slips should be equal to balance in CHARGE SALES account. 

(1) Verify BILLS PAYABLE account (when kept) with unpaid 
bills on hand. Where a petty ledger is kept for bills payable, that 
should be verified. 

(m) Count cash on hand, verify check book balance, and note 
whether the total of cash and bank balance is equal to the cash on 
hand as shown by CASH account. 

(n) Check up additions, subtractions, and balances in ledger. 

(o) Check closing of ledger. (See notes under (1) above). Ver- 
ify BALANCE account. 

(p) Examine expense account and see that all expenditures are 
proper. 
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Coupon Noies, 17 
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4 Pay of Stewards and Attendants, 38 

5 Departments, 39 

6 Dividends, _ ._ 40 

7 Notes on Bookkeeping, 40 
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